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HUMAN RESOURCES DEPARTMENT Revised

CLASSIFICATION SPECIFICATION

TITLE: MUSEUM DIRECTOR

DEFINITION 

Under genera l direction of th e City Manager, to direct the development and operation of the Municipal Museum; and

to do related work as required.

REPORTS TO: City Manager

SUPERVISION RECEIVED AND EXERCISED 

Receives general direc tion fr om  the C ity Man ager.  Exe rcise s gen eral s upe rvisio n ove r prof ess ional,  technica l, and

administrative support staff.

EXAMPLES OF DUTIES  

Duties may include, but are not limited to, the following:

• Develop and implement goals, objectives, policies and priorities.

• Coord inate establishment of, and administer formal arrangements with, museums to supply professional and/or

a variety of maintenance and operating services.

• Provide overall leadership in the development of coop erative relatio nships b etween  mus eum s to enhance service

to the  com mu nity.

• Coord inate and pro vide directio n and as sistance  in the initiation of grant requ ests an d overs ee gran ts

administration.

• Plan, direct, supervise, and coordinate Municipal Museum collection and exhibit plans, including joint exhibits and

programs with other museums.

• Direct the researching and acquiring of special objects and exhibits.

• Direct the preparation and administration of the Municipal Museum budget, control of expenditures, grant

programs, and special training programs.

• Coord inate Mun icipal M useum  activit ies with other m useum s, other C ity departm ents an d divisions , and with

outside agencies.

• Represent the City in the community, in relationships with other agencies, and at professional meetings as

required.

• Select, supervise, train, and evaluate staff.

QUALIFICATIONS

Know ledge of:  

• Principles  and pra ctices of  organization , adm inistration, bu dget, and  person nel ma nagem ent.

• Museum m anagement and operations.
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• Principles and practices of marketing, public relations, and the development of effe ctive interrela tionships  with

community groups and agencies.

• Outside funding sources and the preparation and administration of grants.

• Preservation of historical landmarks, buildings, and other historically related facilities.

• Record keeping and reporting procedures.

Ability to:  

• Comm unicate clearly and concisely, orally and in writing.

• Establish and maintain effective working relationships with diverse individuals and groups, volunteer and paid.

• Properly interpret and make decisions in accordance with laws, regulations, and policies.

• Foster cooperation, assistance, and progress in interrelationships among advisory and governing bodies

concerned with museum operations and historic preservation.

Education and Experience: 

Any combination of experience and e ducation  that w ould lik ely pro vide th e req uired  kno wledge an d abilitie s is

qualifying.  A typica l way to obtain th e know ledge an d abilities wou ld be:  

Education: An advanced degree that would enhance ab ility to eff ective ly exer cise  job re sponsib ilities in

historic res ources  and m useum  man agem ent.

Experience: At least five years of increasingly responsible experience in the management and operations of

an organization or agency primarily concerned with arc hival c ollect ions , exh ibits, h istoric ally

related facilities and their furnishings and artifacts, including or supplemented by exp erien ce in

funding source  develop men t, grants preparation and administration, working with lay governing

and ad visory boar ds and  volunteer s, and m useum  operation s and m anage men t.

MEDICAL CATEGORY:    Group 1

CAREER ADVANCEMENT OPPORT UNITIES
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